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Executive Director-Comptroller 
7D12 Hqs. 


I r, K 7 r ' . * 

/ C .LL.Ljt L t ^ 


1 think that you may be interested to the 
Director of Training’s evaluation of the clerical 
training program over station WETA. 

Mr. Richardson's conclusions are baaed on 
the fact that the television program duplicated much of 
our clerical training; it was felt that results were not 
commensurate with the time involved in the 14 sessions; 
the two very competent instructors were tied up during 
this period, and the cost to participate is considered to 
be excessive. 1 understand that these conclusions also 
represented the thinking of sevej$J,jp$i^ sweenies that 
participated. 


R. L. Bannerman 
1 0 FEB 1368 


AT Deputy Director for Support 7D26 


SOS/ DDS : RBW :dlk (10 Feb 69) 

Distribution: 

Orig - Adse" w/O of DD/S 69-0432 

DD/S Subject w/cy of DD/S 69-0432 & w/background (kVs b T -i&T?— CS- 
1 - DD/S Chrono 

DD/S 69-0432: Memo dtd 27 Jan 69 to DD/S frm DTR S subj: Evaluation of Civil 
Service Commission-WETA Television Training Program: 
"From Nine to Five” 
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iHi.M 


MEMORANDUM FOR: Deputy Director for Suppo ri 

SUBJECT t Evaluation of Civil Service Camaaletiaa* 

WETA Television Trciniag Program: 
Etae fa Five'* 


1* This fftnrertateR la far the Infermstien of the Deputy 
Director far Svf#art* Farther, the it e rati ve ©irectev - Comptroller ’ « 
iattmt fta the program can He laierred Item hit letter ef 

21 October ItStt which advised Executive Director Nicholas Ogaeovle 
el the Civil Service Commission that the Agency Had “made arrest.#- 
ments to facilitate atshnim perticijiatlea la the program. * 

1. twenty Ageaey clerical f*»r eoaael and two instructor * 
participated la the pilot renateg of thi* cloved- circuit television 
tvaiaieg program daring the period Z% October - It December If *8 — 
at a cast to OTE of $IM. 8$, or $49, M per student. 

I.. We ware disappointed in tide program, and we ttaderataad 
that other agencies were alee. The National institutes of liealtfe.. we 
understand, abandoned the program ahead midway la He running. We 
are aat participating la the Jematy-Fehreary running of the 
program because It is aa exact dupli ratio* of the pilot preaeatafeoa, 

4* Befere we commit Hun Agency to participate in the March* 
April lttt nmatag, we should like t*» study the change* which ike 
Commission and WET A are making m the tele vie lea preaeatatiane, 
ae well aa certain change# ilso Naf made in the class room discussiea 


■ • < ■ -J l ,. ■ : 
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methodology. Accordingly, our clerical training faculty ie keeping 
in touch with the Commission with respect to the Commission's 
reworking of the program materials and methodology, and I am 
looking to our faculty to advise me as to the merits of further 
participation in this program. 

5. If the decision is made to participate in the revised 
program, we will want to use students who have been on the job 
for at least six months to one year, and we may have to recommend 
that the costs be prorated to the students' components. I am 
alluding to the fact that our participation to date has been strictly 
of the token variety, twenty students at a cost of $900. 00. If 
we were to become heavily engaged in such training, as the 
Commission tends to recommend to all agencies, we would be 
expending several thousand dollars in any given year. Five 
groups of twenty students each on a quarterly basis would cost 
$18, 000 -- and even these numbers would be considered minimal 
participation by Commission standards. 


joixn Klcnardson 
Director of Training 
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24 October 1968 


MEMORANDUM FOR THE RECORD 

SUBJECT: Television Training Course for Clerical Employees 


STAT 


STAT 


1. As directed, Mr. 
station WETA on 21 October 1968. 


KOP attended a meeting at television 


2. He found that this meeting consisted of a gathering of training 

officers from various agencies of the government and was essentially a 
sales effort on the part of the television station to sell the clerical training 
program. Mr.| [orally reported on his visit to the Director of 

Personnel and to personnel of the Off ice of Trai ning who have been enmeshed 
in this program for some time. Mr. | | comment was that the film 

shown them was not too good and the lunch served them was pretty poor. 

( ) 

3. The Office of Training'has the ball for the Agency insofar as 
this program is concerned. 


Special Assistant to the 
Deputy Director for Support 


STAT 


STAT 


Distribution: 

Orig - DD/S Subject w/background (DD/S 68-5099, 68-5068) 
1 - DD/S Chrono 



Approved For Release 2003/05/05 : CIA-RDP84-00780R0031 001 1001 3-4 

ADMINISTRATIVE = INTERNAL USE ONLY 




Approved For Release 2003/05/05 : CIA-RDP84-00780R0031 001 1001 3-4 


ER 68 -4404/ A 


OCT *968 


Mr. Nicholas 3 , Oganovic 
Executive Director 
U. 3. Civil Service Commission 
Washington* D. C. 20415 

Dear Nick; 

This is to acknowledge your letter to me and 
that of John 14acy to Dick Helms announcing the 
Civil Service Commission's television training 
course lor clerical employees. 1 am pleased to 
report that we have made arrangements to facili- 
tate maximum participation in the program. 

Your Bureau of Training deserves commen- 
dation lor conceiving an ellective response to an 
important training requirement. 

Sincerely* 


X*. K. White 
Executive Director 


Distribution: 

Original - Addressee 
1 - ER 
1 - ExDir 
- DD/S 
1 - D/TR 
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15 October 1968 

Director of Personnel 
ATTENTION: Helen 

5E-56 Hqs. 

Forwarded per your request . 


STAT 

7D-24 Hqs. 

EO-DD/S:VRT:es (15 Oct 68) 

Distribution: 

Orig - Adse w/cy of DD/S 68-5099 & w/cy of DD/S 68-5068 
f J.-- DD/S Subject w/cy of ea att 

DD/S 68-5099: PROPOSED memo for DCI’s signature to Hon. John W. Macy, Jr,, 
subj: re television training course for clerical employees 
DD/S 68-5068: Ltr dtd 4 Oct 68 to Hon. Richard Helms fr John W. Macy, Jr., C/CSC, 
re same subject 


Executive Officer to the DD/S 
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Executive Director -Comptroller 
7 D-59 Headquarters 


Colonel White: 

Per our conversation we think this 
program has great potential and we 
will participate in the first running. 
Attached is the proposed reply to Mr. 
Macy. 


SIGNED R. L Bannennan 


R. L. Bannerman 

11 OCT 1968 


STAlT 


Deputy Director for Support 
7 D-26 Headquarters r 


DD/S:RLB:ksd (11 Oct 68) 

Distribution: 

Orig - Adse w/O & 5 ccy DD/S 68-5099 
Jr - DD/S Subject w/ccy DD/S 68-5099 
1 - DD/S Chrono 

DD/S 68-5099: Ltr to Honorable John W. Macy, Jr. fr Richard Helms re: clerical training 
television course 
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ER 68-4404/ A 


Of! 10 63 


Mr. Nicholas J. Oganovic 
Executive Director 
U. 3. Civil Service Commission 
Washington, D. C. 26415 


Dear Nick: 

This is to acknowledge your letter to me and 
that of John Macy to Dick Helms announcing the 
Civil Service Commission's television training 
course lor clerical employees. X am pleased to 
roport that we have made arrangements to facili- 
tate maximum participation in the program. 

Tour Bureau of Training deserves commen- 
dation for conceiving an effective response to an 
important training requirement. 

Sincerely, 



JL. K. White 
Executive Director 


Distribution: 

Original - Addressee 
1 - ER 
1 - ExDir 
yZ- DD/S 
^ 1 - D/TR 


ip V* 


;\ 
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Honorable John\. Umef, Jr. 

Chair man 

United States CJrfl Wvtce Commisilcn 
D. C, 20*1$ 


Dear fate; 

lam you soc 


me of tlie television training course 
far clerical employees ^hkhVoot iifttr of Oetolar 4th describee . 

I am pleased to report that weVffl participate in this tm> program, 


Tear Boreas of Training i 
tad d ev a loptng an effective rei 


commendation to designing 

\to on Important training reqtiire- 


Ibted Hei bo 

UlTlCtOf 


Originator : /s/ on orlg ’'John Richardson' 

John Richardson 
Director of Training 

CONCUR: 


/) /?/'d\P _ 6P K&d'/,si£' JzL/r 

R» L, Barmerman 
Deputy Director 
to Support 

O/TR-.IQ Oct 68 

Rewritten: EO - DD/S : VRT :es (11 Oct 68) 

fM rtn * 


Orig & 1 - Adse <-£— 'D D/S w/cy of bash: chIor 5 

ApprBvecjFo^gl^ase 2003/05/05 : CIA-RqP$$,p(jf$0R0031 001 1001 3-4 

1 - ER w/O of basic (DD/S 68-5068) 
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CENTRAL INTELLIGENCE AGENCY 

WASHINGTON 25, D. C. 


OFFICE OF THE DIRECTOR 


Honorable John W. Macy, Jr. 

Chairman 

United States Civil Service Commission 
Washington, D.C. 20415 

Dear John: 

Thank you for advising me of the television training course for 
clerical employees which your letter of October 4th describes. I 
am pleased to report that we will participate in this new program. 

Your Bureau of Training deserves commendation for designing 
and developing an effective response to an important training 
requirement. 

initially , we will conduct the course with Commission-trained 
members of our Clerical Training Faculty serving as classroom 
discussion leaders. With respect to future presentations of the 
course, we recognize the merits of expanding this instruction 
within the Agency through enlisting experienced secretaries as 
discussion leader^. 


Sincerely, 

Richard Helms 
Director 
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ORIGINATOR: 


KichardSorl 
^-'''Director of Training 


Date 


CONCUR: 


R. L. Bannerman Date 

Deputy Director 
for Support 


Distribution: 

O & 1 - Adse 

1 - Signing official 

1 - DDCI 
— 3r - ER 

2 - DD/S 

2 - DTR (1 w/h) 



- 2 - 
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UNITED STATES CIVIL SERVICE COMMISSION 
WASHINGTON. DC 20415 
iw 4 &jti 


x i * miu im« i« 


ro • 't » i etNCi 


Honorable Richard Helms 
Director of Central Intelligence 
Central Intelligence Agency 
Washington, D. C. 20505 


Dear Dick: 

It la ay pleasure to inform you that the Civil Service Commission 
and HETA TV Channel 26 will telecast a training course via WETA 
facilities In October. This prograa, which la designed exclusively 
for clerical employees* ie the result of aany months of consultetiona 
and close working relations aaong agency training officers, Coanisslon 
staff* and UfTA officials. 


1 think this effort will be of interest to you because: 


It represents a partnership between Govarnsmnt and the 
television industry in the nesting of training needs of 
Federal employees. 

• 

. The group to be served through this prograa are the hundreds 
of thousands of clerical employees, predoainantly woaen, 
employed by the Government. 

The design of this prograa is unique in that it uses the 
media of television to aaxinua advantage. The methodology 
to be eaployed la fresh and exciting. 

The course itself consists of 14 sessions, with one half hour of each 
session devoted to television viewing. The course objectives are: 

to build an awareness of desirable personal 
and professional clerical traits and skills 

to develop greater self-confidence, self-reliance, 
and positive attitudes to the work situation, and 

. to build greater functional understanding of the 
role of the employee to the organisation mission. 
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- 2 - 

feel that thls-course not only Mats this critical training needs 
of clerical employees but also recognises than as the valuable 
resource they are to the Go varment , a recognition too often overlooked. 

/ft* enclosed brochure describes the prograa in greater detail and 
'ftt^ptlao cost inforaatlon and dates of televised lessons. I hope 
tbit all depertMnt and agency heads will' personally see to it 
that their clerical employees are given an opportunity to participate 
ia this prograa as soon as it is practicable. Please give your whole* 
hearted support to this very worthwhile venture. 

Sincerely yours, 


F 1 1 



/ V 

John W. Macy, Jr. 
Chatman 


Approved For Release 2003/05/05 : CIA-RDP84-00780R0031 001 1001 3-4 





Approved For Release 2003/05/05 : CIA-RDP84-00780R0031 001 1001 3-4 


STAT 

STAT 


Director of Training 
819 1000 Glebe 


I am attaching a copy of our routing slip to 
Colonel White that accompanied your 27 January 1969 
memo addressed to the DD/S on the subject of the 
WETA Television Training Program. Please note 
Colonel White's comments on the reverse of the slip: 
"Don't you think we ought to convey our conclusions 
to CSC, or perhaps this has already been done. LKW" 

We will appreciate your reaction. 

Xs/ 


Support Operations Staff/DDS 


20 Feb 69 


Distribution: 

Orig - Adse w/t of routing slip 

^ DD/S Subject w/O of routing slip & w/background 

1 - DD/S Chrono 


(DD/S 69-0432) 
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UNCLASSIFIED CONFIDENTIAL SECRET 

OFFICIAL ROUTING SLIP 

TO 

NAME ADDRESS 

DATE 

INITIALS 

1 

Executive Director-Comptroller 
7D12 Hqs. 


Kr"" 

2 

£>£>s 

/ 


3 




4 




5 




6 





ACTION 


DIRECT REPLY 


PREPARE REPLY 


APPROVAL 


DISPATCH 


RECOMMENDATION 


COMMENT 


FILE 


RETURN 


CONCURRENCE 


INFORMATION 


SIGNATURE 


HZ 


Approve 


Remarks: I think that you may be interested in the 
Director of Training’s evaluation of the clerical 
training program over station WETA. 

Mr. Richardson’s conclusions are based on 
the fact that the television program duplicated much of 
our clerical training; it was felt that results were not 
commensurate with the time involved in the 14 sessions; 
the two very competent instructors were tied up during 
this period, and the cost to participate is considered to 
be excessive. I understand that these conclusions also 
represented the thinking of several other agencies that 
participated. 


3-4 


tv. rr. mnnerman 


FOLD HERE TO RETURN TO SENDER 


FROM: NAME, ADDRESS AND PHONE NO. 


Deputy Director for Support 7D26 [ 1 
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MEMORANDUM FOR: Deputy Director for Support 

SUBJECT : Evaluation of Civil Service Commission- 

WETA Television Training Program: 
"From Nine to Five" 


1. This memorandum is for the information of the Deputy 
Director for Support. Further, the Executive Dir ector- Comptroller 1 s 
interest in the subject program can be inferred from his letter of 

21 October 1968 which advised Executive Director Nicholas Oganovic 
of the Civil Service Commission that the Agency had "made arrange- 
ments to facilitate maximum participation in the program. " 

2. Twenty Agency clerical personnel and two instructors 
participated in the pilot running of this closed- circuit television 
training program during the period 2 5 October - 17 December 1968 -- 
at a cost to OTR of $900. 00, or $45. 00 per student. 

3. We were disappointed in this program, and we understand 
that other agencies were also. The National Institutes of Health, we 
understand, abandoned the program about midway in its running. We 
are not participating in the January -February 1969 running of the 
program because it is an exact duplication of the pilot presentation. 

4. Before we commit the Agency to participate in the March- 
April 1969 running, we should like to study the changes which the 
Commission and WETA are making in the television presentations, 

as well as certain changes also being made in the classroom discussion 
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methodology. Accordingly, our clerical training faculty is keeping 
in touch with the Commission with respect to the Commission's 
reworking of the program materials and methodology, and I am 
looking to our faculty to advise me as to the merits of further 
participation in this program. 

5. If the decision is made to participate in the revised 
program, we will want to use students who have been on the job 
for at least six months to one year, and we may have to recommend 
that the costs be prorated to the students' components. I am 
alluding to the fact that our participation to date has been strictly 
of the token variety, twenty students at a cost of $900. 00. If 
we were to become heavily engaged in such training, as the 
Commission tends to recommend to all agencies, we would be 
expending several thousand dollars in any given year. Five 
groups of twenty students each on a quarterly basis would cost 
$18, 000 -- and even these numbers would be considered minimal 
participation by Commission standards. 


Joftn KicItarcLson 
Director of Training 


25X1 
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